Missing Proofs

Missouri

WIC _

Eat Healthy. Stay Well.

In this section of todays webinar we will be discussing how missing
proofs work in MOWINS. We will do our best to find answers for policy
questions regarding missing proofs.

We will be discussing Missing Proofs in this section of the webinar. | will only be
showing how the Missing Proofs work in MOWINS. If you have any policy questions
after todays webinar please contact your local TA member for assistance.



What to do when participant is
Missing a Proof.

» Reschedule the appointment and explain
to participant to bring in proof.

» Fill out certification but do NOT
complete Rights and Responsibilities and
do NOT print checks.

The first thing we will look at is what to do when a participant is missing a proof. You
have two options: Option 1 is to Reschedule the appointment being sure participant
knows to bring proof with them at the next appointment. Or Option 2, which we will
show in the webinar, to fill out the certification but do NOT complete the signing of
the Rights and Responsibilities and do NOT issue benefits.



How to enter a Missing Proof
Certification in MOWINS
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We will start by looking at what to do when participant does not have any proof. The
first thing you will do is start a certification through the Certification Guided Script.



Pull Downs for Proofs

=

Residency Proof | privers License
3 Hospital or Other Records
Reason Not Prf Official ID with Picture (State

Passport
Social Services letter with id
Voter Registration Card
WIC Staff recognition (recert

Living with Foster School ID
Work ID
No Proof/incomplete

Other (per policy) (See genes

Reason Not Pr| 34 Party Verifier
Rental/Mortgage Document (Current-withi
Utility/Personal Bill (Current- within last 3
Victim of disaster, migrant or homeless
No Proof/incomplete

s Add Income Line Item

To—

Payment Frequency
" Hourdy

" Weekly
@ Monthly
© Biaweekly
€ Semimonthly
© Yeady

Amount per Hour
Number of Weeks
Number of Weeks

Number of Months

Number of Periods

Amount per Ye

When entering the Demographics, if the participant is missing an ID Proof or a
Residency Proof there is now a selection for NO Proof/Incomplete. This is the option
you will select if a proof is missing. Also, if the Income Proof is missing you can select
the No Proof/Incomplete as a proof in the Proof of Income Pull down.



Adding Alerts

&, Edit Alert
Alert Type | | Alert Securty
Alert Date | 04/16/2014 [~ e - gy
I Alert Text
Participant did not have Proofs. DO NOT SIGN for Rights and responsibilties or Issue checks until participant brings in
[proofs.

You will want to have whoever enters the demographics, be sure to enter an Alert to
notify everyone else that there are missing Proofs and do not issue benefits. Go to
Alerts in the CGS and select add, enter an Alert stating the participant did not have all
proofs today, and to NOT complete Rights and Responsibilities and to NOT print
checks. This is very important to make an alert in MOWINS after entering NO
Proof/Incomplete automatically created alerts do not happen until end of day.



Exiting the Certlflcatlon

[£] CGS - SUMMER RAYNE - 17 Weeks of ion - WIC ID: -

" File Activities Guided Script Help
LlotS i - AR
Certffication Guided Script . i

B Refermals/Other Programs

B Eocod Prescription
mmunizations [} Add SOAP Notes

Risk F igh Risk o Benefi

I High Rish Risk Factor High Risk | Description
Issuance  Monthly | N Inappropriate Nutrition Practices for Women
904 N Environmental Tobacco Smoke Exposure

You will fill out the rest of the Certification Guided Script. But you do NOT select to
issue benefits & you do NOT select the Stop Sign. Once you have filled out the Cert
you will select the Green door to close the cert. This will hold the information you
entered and allow you to complete it when the participant brings in the Proofs within
the allowed time frame. Then you can complete the cert and issue benefits, but not
until the proofs are entered.

Before we move on are there any questions you may have?



Any questions so far?



What to do when Participant brings
Proofs within 30 days.
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Demographics

Health Information
Height, Weight. and Blood
mmunizations

Nutrition Assessment
Risk Factors/High Risk

Household Member information

rH Risk Factor | High Risk | Descripbion
Issuance  Marihly Inappopriote Nutribon Praciices for Viomen
504 N Environmental Tobacco Smoke Exposure
< |
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Now we will look at what to do when the participant returns with their proofs within
the 30 days. The first thing to do is to open the Certification Guided Script. As you
can see it is still there and all we need to do is update the proofs.



Updating Proofs

7 Income Caleulator

& 88 hoome Cortacts
0 OUI/204. 522 750enrPay Sub ot 60
3 SUMMER

10 Proof | Drivers License [+
Residency Proof | RentalMortgage Documen{ =)

Reason Not Present |

Vigrant F
coms vfomaton
_iving with Foster Parent(s) =

Semountper Year

Descrigion
S675 00ipariod or 26 period

[ox ] _cne |

A0 b Edten | Deeten

Househcld Size & Totdl Arowetper Yeur  SZ275000

f on o | S e

You will need to go back into demographics and select an ID proof and/or a Residency
proof from the pull down menu and then hit ok. If they were missing an income

proof, you will need to go back into the Income Calculator and add the income and
the proof.



Completing the Certification
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Canficaton Guded Scpt
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KCapture Electronic Signature
Please capture the authorized signature for the following participants.
Participant ~ SUMMER RAYNE 00945658

This signature indicates the participant has read and understands the
Rights and Responsibilities statement.

Once you have entered the proofs you can select the stop sign and have the

Participant sign for the Rights and Responsibilities.
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You can now issue the participant the checks. Once the checks are issued, you can

Issue Checks

7 lssue Benefits - 04/16/2014

=]

Beefts | Food Prescnoon |

Household Participant  Frequency | Last Set Issued | Last Set PFDT  Last Set LOTU | Pricr Certification  Certification Due| Categonical Inelipibiiy
Moty 0 ouisaw Tmau
Al | 2

= w3 SUMMER- RAYNE

V2 04116/2014-04/302014 Half
Vi 0501/2014-05/312014 Full

€ Selacted LOTU of

I Matng Beneits ™

remove any alerts you have entered about the missing proofs.

Any questions so far?
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What to do if you started a Cert &
the Participant did NOT provide

Proofs within 30 days

The other situation that may happen is you started a certification for a participant
who did not have proofs and comes back after the 30 days. What do you do?
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Remove Incomplete Cert

jid
l Risk Factors Nutrition

| Birth Date | 06/17/19¢8 Gender [Female |~
Address [TZMANST | RRye Mid-certifica o WIC Category [Fragname =]
cy [Aia | Print Certification Notice
County [JASPER =]
e —— e i |

Mai

n
H

Address [123 MAIN ST
City [AVILLA State |[MO | 2IP | 64833-0000

Homeless 1D Preof | No Proofincomplete
Date Verified | 02/1222013 | - | Fixed Nighttime Location ~
Residency Proof |No Proofiincomplete

Telephone 1 |417.658-6463 | Comment Reason Not Present
Telephone 2 Comment [ | T Y Cho
Maiden Name

Migran
Last | First [ ™ I et
| I Living with Foster Parent(s)

2
u
| zomesappy | loppesonppy | suitouaq

Clinic Assigned [JOPLIN CITY HEALTH DEPART -

l4116/72014 235PM

Since the participant did NOT come back within the 30 days you will need to open the
Participant Folder, select the Certification menu and then select the Remove
Incomplete Certification to remove the old cert.



Benefits History |
Risk Factors | Nutrition

Last [DAY First [SUNNY Birth Date | 06/17/1982 [»] Gender | Female [+
Address [123 MAIN ST WIC Category [Prognarmt =]
City |AVILLA ~| State MO 2IP | 64833-0000
County [sasper =] o F—
Email | intial Contact mo-lﬁwyl D_wcg_wl n.u/amawl
e |

Address [123MAIN'ST

City [AVILLA State MO | ZIP [64833-0000

Same as
Residence

ZOPURY | (OIUPISHPRY | soudestoarng

[7] Homeless 1D Proof

Date Verified - | Fixed Nighttime Location = ‘
Residency Proof

Telephone 1 [417-658-6463 | Comment FRyCE Freve Reason Not Present
Telephone2 | . Comment [ | &Y Cho
Maden Name

Last [ First | [ ‘
Clinic Assigned [JOPLIN CITY HEALTH DEPART v

™ Migrant
I~ Living with Foster Parent(s)

41672014 254 PM

And now you will need to start a new certification for the participant.



End of Day Alerts Created

Alert when No Proof/Incomplete selected.

Text of Selected Alet
[No Proof/iIncomplete Cert do not issue checks.

Alert when Benéefits are Issued.

Text of Selected Alett
NO PROOF/INCOMPLETE DO NOT ISSUE FURTHER BENEFITS UNTIL PROOFS ARE
PROVIDED.

During the end of day procedures MOWINS will generate an alert for Missing Proofs
IF the No Proof/Incomplete option was selected for a proof. When this happens this
is the Alert that will be generated.

If benefits were issued then the Alert will read NO PROOF/INCOMPLETE DO NOT
ISSUE FURTHER BENEFITS UNTIL PROOFS ARE PROVIDED.

There is a report in Crystal Reports, Local Agency, Administrative Management which
indicates staff have selected No Proof/Incomplete AND have completed the
certification (hit the stop sign), and also indicates if staff have selected No
proof/Incomplete, completed the Certification AND Issued Benefits.
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Questions?

Policies Related to Proofs:
ER# 3.03850 - Identity
ER# 3.01800 - Residency
ER# 3.02000 - Income

Thank you for attending the webinar!

Any Questions?

Thank you!
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